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Following is the monthly status report of the Records Management Program 
implementation in the Tobacco Sales Force. 

The Section Offices reported 75% completion of the classification, labeling 
and inventorying phase of the Records Management Program during the twelfth 
month of implementation, and the Region Offices reported 26% completion 
during the fourth month. During this reporting period, 50% of the Section 
Offices and 75% of the Region Offices reported progress. The Section Offices 
increased 3% since the last status report and the Region Offices increased 
7%, 

It has not been determined if any of the TSF Records Retention Schedules need 
to be revised to cover records maintained by the Military Manager, Region 
Trainer, Famous Value Brand Manager and the Supervisor of Sales Systems 
Support. 1 am waiting for legal counsel to advise me on the status of this 
issue. In the meantime, program implementation should continue to be delayed 
in those areas. 

On June 28, Tom Ratliff, a Records and Information Systems Analyst, assisted 
with the Records Management Program implementation at the Region 3 Office in 
Dallas. I also received a request this month from Joe Russell to conduct a 
program compliance review in Section Office 43. Even though we do not intend 
to conduct reviews until procedures have been established, an exception was 
made in this case since Mr. Russell was recently appointed to the position of 
SOPM. Tentatively, we are scheduled to visit his section office during the 
week of August 12. 

This month, 2 more Section Offices transferred inactive records to the PM USA 
Records Center in Richmond. Twenty-four Section Offices have currently 
transferred an estimated 1.7 million records. This is estimated to be 
approximately 50% of the volume scheduled to be transferred from the Sales 
Force this year. By copy of this report, I would like to encourage the 
Section Office Records Coordinators to continue transferring their inactive 
records. 

Audit procedures, which are still being established, will be submitted to the 
PM USA Legal Department and outside counsel for review in August. We are 
also nearing completion on developing the training program for the final 
phase of the Records Management Program implementation. The diskettes to 
capture inventory data were created this month for the departments that will 
be trained in August, Counsel still needs to work out the logistics of 
presenting this training to the Sales Force with Sales Force management. 1 
will let you know when this has been completed and your department has been 
scheduled. 
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Finally, I would like to again thank the TS? Records Coordinators for 
continuing their efforts on the implementation of this important program. 
Also attached to this report is a breakout by Section and Region Offices 
showing implementation progress. If you have any questions or want more 
information, please let me know. 


Attachments 

c: Section and Region Office Records Coordinators 
A. J. DeBaugh, Esq. 

D. P. Dumouchelle 

E. J. Horan 
G. Mancuso 

S. C. Parrish, Esq. 

C. C. Purcell 
R. G. Reid, Esq. 
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